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INTRO TO GOOGLE DRIVE

GOOGLE DRIVE IS A PRATICAL SOLUTION FOR STORING FILES IN THE CLOUD. FUTHERMORE IT IS AN
ENTRYWAY TO GOOD TOOLS OF COLLAPORATION AND SHARING. IN GOOGLE DRIVE A GROUP OF
PEOPLE CAN VIEW, COMMENT AND EDIT THE SAME DOCUMENT WHICH SAVES AUTOMATICALLY.
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& Drev Mit drev ~

At drive.google.com you will
iz 0 % find this page.
It is empty because the drive

Google Drev giver dig adgang til dine ting fra en has not been put to use yet.
B Mitde hvilken som helst computer og mobilenhed.
ﬂ Tilfoj filer ved at bruge knappen "Ny". . .
b B . : As this page explains you
4% Google Fotos can use Google Drive on all
© seneste devices - which will syncronise
R — to update automatically. We will
S not go thourgh that proces in
apirkury

this tutorial.
0 bytes brugt
To the left you can gain access
to the different folders. In the
upper right corner you can gain
access to the settings of the
folder and of viewing options.
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When you press the red button
"New” you get a number of
options.

In this example we are creating
a new folder for "teamwork”
(Gruppearbejde).

Now a new folder shows
up in the area where a
recommendation for using
Google Drive on diffenrent
devices was shown earlier.

Wanting to create a document
in the folder you simply click
on the folder and then click the
red button “New” and choose
"Google Docs".
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This is the way Google Docs
looks. It opens automatically
and the document is saved in
the folder where you created it.

In Google Docs several people
can view and edit the same
document at the same time.

Itis also possible to comment
on the text and to reply to the
comments. If several people is
online at the same time, you
can open a chat for discussing
the editing of text.

The document is named

by clicking on "Untitled
document” in the upper left
corner and then typing a new
title.

To share the document click
"File” and then "Share...".
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Del med andre Fa link til deling (e
Personer
Anders Te| # Kan redigere ~

"Anders Testersen” <test!@cudim.dk>
"Anders Testersen” <test123@cudim.dk=>

m Annuller Avancenat

Del med andre Fa link til deling (e
Personer
& Anders Testersen x  Tilfg] flere persone # Kan redigere ~
Hej Anders..|

m Annuller Avanceret
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First find the ones with
whom you want to share the
document.

If it is one of your Google
contacts you only have to
write the name of the person,
otherwise you will have to
write their email address.

It may be a good idea to write
a message to the people with
whom you are sharing the
document to let them know
what you would like for them
to do: read, correct gramma,
comment ect.

To the right you can choose
whether they should be
allowed to edit (standard),
comment or only view the
document.

Click "Send” and they will
receive a mail with a link and
your message.
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Google - o
g “ It may be intricate to share
————— every document. Instead you
L Drev Mit drev >| Gruppearbejde ~
can choose to share a whole
.
4 Abnmed ’ folder with certain people.
Ny mappe...
v I3 Mitdrev | T Do this by right-clicking on the

‘S Del.

A% Deit med mig . name of the folder and then
G Hentlinl . . " ”

2 Google Fotos o oo clicking "Share...".
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0 bytes brugt i Download
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The process is the same
as when sharing a single

Del med andre Fa link til deling (e document. You can write
names or emails, write a
Personer message and choose level of
access.
Anders Test # Kan redigere ~
"Anders Testersen" <test!@cudim.dk> By clicking "Advanced” you can
"Anders Testersen" <test123@cudim.dk> choose different access levels
for different people.

m Annuller Avanceret
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At the top is a link for sharing
Delingsindstillinger the folder. Use this if someone
Link til deling (kan kun &bnes af aktive brugere) cannot ﬁnd the original mall

[ lle.com/alcudim.dkifolderview?id=0B51Kme20XexhWERscF INSnRoelké&usp=sharing with the shared folder nor the
folder in their drive. In that case
you simply give them this link.

Hvem har adgang

2. Bestemte personer har adgang Rediger...

Beneath there is a list of the
- Bente Testersen (dig) Erejer .
= test2@oudimdk people with access to the
folder og their access level can
be changed.

Anders Testersen

2 Kan redigere
= testi@cudim.dk v X

In the bottom new people can
be added.

Inviter personer:

# Kan redigere ~

Ejerindstillinger Fa flere oplysninger
Undga, at redaktarer aendrer adgang og tilfejer nye personer

Google Google

Another feature in Google

& Drev Mit drev > Gruppearbejde v &% & Drev Mit drev ~ Drive is the possibility to
change the colour of folders.

.
This can be beneficial when

. B Mitcrev E (2] Ot more folders are created and
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Be aware that the colour only
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— changes in your drive even
Flyt til... q .
S Stememarks e Jr  Stememarkeret though the folder is shared.
Tilfej st ke —
i — Y Tilfgj stjernemarkering B Papirlarv
@ skiftfarve > EHENEI
u
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Gruppearbejde

Ikke-navngivet mappe

test0123@cudim.dk

aagemann@cudim.dk

aatest1@cudim.dk

aatest2@cudim.dk

If someone has shared
something with you and you
cannot find it, click "Shared
with me”.

Here you find everything that
has been shared with you. This
can be fairly confusing if a lot

is shared with you, so you can
also add certain content to
your own drive. It will still be in
"Shared with you”, but it should
be easier for you to find.

You add content to your own
drive by right-clicking it.

Choose "Add to My drive”.
Now you can access the

content through your own
drive.



